Mississippli Management and
Reporting System

Department of Finance and Administration

MMRS MASH/Training Materials

8203

LSO Training Employee Self Service Revised Date: 05/02/2017

Learner Version: 3




8203 — LSO Training Employee Self Service Learner Handbook V3 05/02/2017

Table of Contents

Magic Portal Logon INFOIMETION ..........ueiiiiiiiie ettt 3
BOOKING @ COUISE ...ttt ettt et e e ekt e e ekt e e e e e bt e e et e e e e e et e e e e e nnneee s 5
Book and LaunCh ONlINE COUISES .......cuii ittt s 9

BOOK ONIINE COUISES ...ttt ettt ettt ekt e e et e e e et e e s nbr et e e e e e e e annnes 9

LAUNCN ON-lNE COUISES ..ottt et et e e e e e e e e e s snreeeeen 12

Set Course 10 “Completed” ..o e 13
Canceling @ BOOKEA COUISE .....c..uuiiiiiiiiiie ettt e e e et e e st e e e b e e e s nnbeeeenn 15
PreDOOKING @ COUISE ...ttt et et e e e s bt e e et e e e e e s e e e e ennees 16
Cancel Course PrebOOKING .......co i e s e e 19
(11U (T I 7= o Yol ] o] APPSO PP PP PPPPRPPOPPPP 21
(@ U= 1] o=V o] I o 10 11RO 22

Page 2 of 23



8203 — LSO Training Employee Self Service Learner Handbook V3 05/02/2017

Magic Portal Logon Information

The website address used to access MAGIC is: https://portal.magic.ms.gov/irj/portal.
Note: If you have difficulty with viewing the training course, please review MAGIC
Technical Reguirements on the MMRS website for compatibility issues.

If you have problems with your password, call the MMRS Call Center at 601-359-1343. Select
Option 1 (Security) Sub-option 1 (MAGIC).

Having password problems? Please
\. L dick on this link for help...

'I,asu s AooputznySysiemf Govemest frmaion and Colaborain

User* |

Password *

MAGIC is the Mississippi Accountabilty System

for Government Information and Collaboration.

If you need access oradditionalinformation

please go to the htfp://www.mmrs state. ms.us
website.

Once you log into MAGIC the following screen will appear.
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“' ;’ e q [ l.: Mississippi Accountability System for Government Information and Collaboration

.|\|

Log off

History Favorites View Help Welcome: Katie Womack

g — — — — — »
f = B = = = B E ;
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir »

Overview Universal Worklist Identity Management

Horr Overview Full Screen

MAGIC Information
<<< PRE PROD >>>

Asset Transfer Enhancement

Posted on Tuesday, July 21m 2015 at 10:30 am

When using T-Code ZFAA_SAGY, MAGIC will now
allow you to transfer more than 10 assets at a single
time. Click here for additional information.

To view previous MAGIC information, please review
the list on the MAGIC webpage.

If you are a state employee or contract worker and
would like to receive MAGIC Information via MASH,
send a request to: mash@dfa.ms.gov with

"MAGIC Email Request" in the subject line. You will

only need to send one email to be added to the v
email group and will receive the updates via email

< >

Learning Solution (LSO) is an internet-based training management system. It is used for the
scheduling of instructor-led and online courses, student self-enroliment, enroliment approvals,
and tracking of course completions.

Your Action... System Response...
1. Select the Employee Self Service tab. The following screen will appear.
l‘l ;J“l H [ l_,), Mississippi Accountability System for Government Information and Collaboration Log off
4 Back History Favorites View Help Welcome: Katie Womack
— - = — __ g = - »
E s = E = = E = :
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports

My Training
I Mavigation [ﬂ ~ Messages and Notes E]
There are no messages or notes for you
Training Home: o v
® Information
= Training Admin/Coordinator I My Current Training Aﬁtiviliesl E
Al (0)
Find
Your current training activities in summarized format.
Extended Search Course :7  Delivery Method =7 Schedule 7 Location 7 Learning Progress 7 Start
The table does not contain any entries
I Ny Learner Account I
Refresh Print
= Wy Training Activties ]

® My Approval Requests
= MyTranscript

= Course Prebookings
Favorites

Qualifications Profile
= Seftings

Course Cal
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If you have messages - they will be available on the first screen of the Employee Self Service tab
under Messages and Notes.

If you have any courses scheduled, they will appear under the My Current Training Activities.

On the left side you will see your Navigation choices, which includes the My Learner Account.
It is here that you will be able to view your training activities, approval requests, transcript,
prebookings, and qualifications.

Booking a Course

Depending how a course is set up by the agency training administrator, you may be able to self-
enroll, or “book” the course. If the course is designated as self-enroll, use the following steps:

NOTE: Participants can only sign up for one occurrence of a course; they cannot choose
several occurrences at the same time.

Your Action... System Response...
2. Select the Employee Self Service tab. The following screen will appear.
VI‘JV ;‘““\ H [ IJI Mississippi Accountability System for Government Information and Collaboration Log off
History Favorites View Help Welcome: Katie Womack
- g » — — — — — — »
8 P B = 8 = = 1 ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports
Employee Self-Service > My Training
Training Home A Messages and Notes E]
= Information | There are no messages or notes for you.
= Training Admin/Coordinator
My Current Training Activities E]
Find
Al (0)
IsearcnTerm [ |
Your current training activities in summarized format.
Course 27 Delivery Method =7 Schedule =7 Location :7  Leaming Progress 7 Start
My Learner Account The table does not contain any entries
= WyTraining Activties
= My Approval Requests Refresh Print
= MyTranseript o
= Course Prebaokings |
= Favorites
= Qualifications Profile
= Settings
I Course Catalog I
= Finance and Administration v
< e >
Your Action... System Response...
3. Select the Course Catalog tab. The Course Catalog (Overview) will appear.
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I‘J ;", H l i.], Mississippi Accountability System for Government Information and Collaboration

Log off

History Favorites View Help Welcome: Katie Womack

— r o — — - = = o= »
= [ E E E E E E ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports

Employee Self-Service > My Training Full Screen

Navigation El ~ Course Catalog (Overview) E] ~
Training Home Top-LevelList  Hierarchy Display
= information Dept of Human Services Catalog Finance and Administration Catalog
= Iraining Admin/Coordinator AGING AND ADULT SERVICES ACCESS CHANNEL FOR EMFLOYEES
CHILD SUPPORT SERVICES COGNOS
CHILDREN AND YOUTH DIVISION DFALMRS STAFF ONLY
CLASSES OPEN TO ALL DHS EMPLOYEES DFAOPT-PURCHASING & TRAVEL
Find COMMUNITY SERVICES DIVISION GENIE
ECONOMIC ASSISTANCE OFFICE ICS CLASSES
| Searcn Term EAMILY AND CHIL DRENS SERVICES IMAGE 2000
PROFESSIONAL DEVELOPMENT WAGIC
Bxtended Search SOCIAL SERVICES BLOCK GRANT DIVISION MAGIC END USER TRAINING
SUPPORT SERVICES DIVISION MATAICONTRACT AWARD
YOUTH SERVICES OFFICE WERLIN
1S ENTERPRISE LEARNING MGHT SYS
My Learner Account NEQGOV
PAYMODE
= My Training Activiies [ 7E§ggﬁi:ﬁmg‘ ———
= MyApproval Requests PROTEGE
= My Transcript SAAS
SPAHRS
= Course Prebookings SPREADSHEET
= Favorites STIMULUS 360
= Qualifications Profile WEBPROCURE
= Settings ©
ms nt Authority Ca Public i Sys. Catalog
<[ >
v

Course Catal
< >

Your Action... System Response...

4. Search for the course using the find tool

by typing in the course title or keyword in
the Search Term field.

Helpful Hint: Try to be as specific as
possible when entering your search term.
The course title or partial course title will
work best. It will narrow your search
results.

5. Select Find. The search results will be displayed.
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l'l ‘i] ﬁ I I)‘ Mississippi Accountability System for Government Information and Collaboration

Log off

History Favorites View Help Welcome: Katie Womack

Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir

My Training Manager Self-Service Reports

Navigation E AELd
Training Home | search Term manage contracts

= Information

= Training Admin/Coordinator

1 Hits Found (depends on the search options saved under 'Settings') [j
Find

|l Search Term [manage contracts

You can personalize the search results. To do so, click Seftings

Exended Search Instructor-led Training (1)
Course R
T ——— SPAHRS MANAGE CONTRACTS TRAINING
« My Training Activiies | Refresh Print
= My Approval Requests -

= My Transcript
= Course Prebookings

= Favorites
= Qualifications Profile
= Setlings

v

Course Catal
J—

Your Action... System Response...
6. Select the course title link. The course page will appear with detailed
information about the course.

“1 ;“‘_I-, H I I_\] Mississippi Accountability System for Government Information and Collaboration

Log off

4 Back History Favorites View Help Welcome: Katie Womack

E [ E E E E E E :

Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics

Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports

Navigation il ~ Description 1
o This training will enable to understand
Training Home: M
Irinin milestones that affect behaviors and 3
= Information
= Training Admin/Coordinator
Course Duration

Number of Hours: 7.50 on Number of Days: 1
Find

| Search Term

Extended Search Fee

Free of Charge

My Learner Account

Course Dates
= Wy Training Activties Ll
= My Approval Requests | Course dates for the next days Refresh Course Dates
* Wy Transcript ‘Schedule Location -7 Language =7 FreePlaces =7 Action/Status
= Course Prebaokings

~ .

= Favorites 05/04/2016 - 05/04/2016 DHS-FORREST CO English 0 To Reqistration
= Qualifications Profile 0510412016 - 05/04/2016 DHS-FORREST CO English 5 To Reaistration
= Seftings 05/04/2016 - 05/04i2016 DHS-FORREST CO English 5 To Reagistration J

05/05/2016 - 05/05/2016 REGIONS PLAZA English 0 To Reqistration

e — ——

Page 7 of 23



8203 — LSO Training Employee Self Service Learner Handbook V3 05/02/2017

Your Action... System Response...
7. Scroll to the bottom of the course page. Details for the scheduled sessions will be
displayed.

Helpful Hint: If there are not any courses
scheduled or if the scheduled dates are
not convenient, you can express interest
in attending the course in the future by
selecting the prebook link. You will be
notified in your messages and notes
section when courses are scheduled.

8. Select the To Registration line The details for the date and time you selected
associated with the date and time you will appear.
would like to attend.

Helpful Hint: Some courses require
manager or administrator approval. You
will have different options for booking
based on approval or not approval
required.

[ .!‘ rf‘l H [ I_} Mississippi Accountability System for Government Information and Collaboration Log off

History Favorites View Help Welcome: Katie Womack

5 o L E E E E L ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

ly Training Manager Self-Service Reports

Employee Self-Service > My Training Full Screen
Language
Navigation E] ~ ~
English
Training Home
= Information Tz
= Training Admin/Ceordinator
REGIONS PLAZA
Find
Favorites
Extended Search Add Course Date to Favorites
My Learner Account ook
= Wiy Training Activties L The result of the prerequisites check indicates that you may submit a course registration request

= My Approval Requests

= Course Prebookings
: ;‘:w::::lmnsrjmms Refresh Print
= Sefings v
o < 1>
Course Catalos
] —
Your Action... System Response...

9. Scroll to the bottom of the page to the The Do you want to book this course? or,
Book section and select Book this Do you want to request participation in
Course or Request Participation, this course? popup window will appear.
depending on whether the course
requires approval or not.
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Your Action... System Response...
10. Select OK. Participation was successfully booked
message appears at the top of the page for
courses that do not require approval.
OR,
The participation request was submitted
message appears at the top of the page for
courses that require approval.

Both types of bookings will appear in your My Training Activities section. For courses requiring
approval, “Participation Requested” will appear in parentheses until the course is approved.
You will receive an email notification confirming this transaction.

Book and Launch Online Courses

Book Online Courses

Self-booking a web-based online course is very similar to booking a classroom course.

Your Action... System Response...
1. Select the Employee Self Service tab. The following screen will appear.
i .U ;’A“l . H [ [31 Mississippi Accountability System for Government Information and Collaboration Log off
History Favorites View Help Welcome: Katie Womack
— v e y — ~ — — — — »
- B L = L = = = ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports
Employee Self-Service > My Training
Training Home: ~ Messages and Notes E]
o Information | There are no messages or nates for you
= Training Admin/Coardinator
My Current Training Activities E]
Find
All (0)
Isearentern [ ]
Your current training activities in summarized format.
Course +7  Delivery Method =7 Schedule % Location +%  Learmning Progress 7 Start
My Learner Account The table does not contain any entries
= MyTraining Activties
= WyApproval Requests Refresh Print
= My Transcript -
= Course Prebookings [}
= Favorites
= Qualifications Profile
= Seftings
I Course Catalog I
= Finance and Administration ~
LI b
Your Action... System Response...
2. Select the Course Catalog tab. The Course Catalog (Overview) screen will
appear.
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I‘J ;", H l |J‘ Mississippi Accountability System for Government Information and Collaboration Log off

4 Back History Favorites View Help Welcome: Katie Womack

e r "~ - g - g g - »
= = E E E E E E ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports

Navigation El ~ Course Catalog (Overview)
Training Home Top-LevelList  Hierarchy Display
= Information of Human Services Ca Finance and Administration Cal
= Iraining Admin/Coordinator AGING AND ADULT SERVICES ACCESS CHANNEL FOR EMFLOYEES
CHILD SUPPORT SERVICES COGNOS
CHILDREN AND YOUTH DIVISION DFAUNRS STAFF ONLY
CLASSES OPEN TO ALL DHS EMPLOYEES DFAIOPT-PURCHASING & TRAVEL
Find COMMUNITY SERVIGES DIVISION GENIE
ECONOHIC ASSISTANCE OFFICE ICS CLassES
| searcn Term FAMILY AND CHILDRENS SERVICES IMAGE 2000
PROFESSIONAL DEVELOPMENT MAGIC
Bxtended Search SOCIAL SERVIGES BLOCK GRANT DIVISION MAGIC END USER TRAINING
SUPPORT SERVICES DIVISION IATAICONTRACT AWARD
YOUTH SERVICES OFFICE uE
MS ENTERPRISE LEARNING MGT SYS
My Learner Account NEQGOV
PAYMODE
o W Training Adiies PROFESSIONAL DEVEL OPMENT

o PROGRAMMING

= My Approval Requests PROTEGE
= MyTranscript SAAS
SPAHRS
= Course Prebookings SPREADSHEET
= Favorites STIMULUS 360
= Quaifications Profie WEBPROCURE
= Settings )
Ms nt Authority Ca Public i Sys. Catalog
<[ >

v

Course Catal
< >

Your Action... System Response...

3. Search for the course using the find tool

by typing in the course title or keyword in
the Search Term field.

Helpful Hint: Try to be as specific as
possible when entering your search term.
The course title or partial course title will
work best. This will narrow your search
results.

4. Select Find. The search results will be displayed.

A
A" >~ H l = Mississippi Accountability System for Government Information and Collaboration Toaon
History Favorites View Help Welcome: Katie Womack
- % - 5 - = = — r
| =" |E= = E e | 2 ]
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir )
My Training ~ Manager Seff-Service | Reports
Employe - My Training Full Screen
Navigation [Z] A Find | =T}
Training Home | search Term ACCESS CHANNEL FOR EMPLOYEES - ONLINE ]

= Information
= Training Admin/Coordinator

1 Hits Found (depends on the search options saved under 'Settings’) E]
Find
You can personalize the search results. To do so, click Settings
| Search Term [ACCESS CHANNE(
d Extended Search Instructor-led Training (1)
Course =

My Learner Account ACCESS CHANNEL FOR EMPLOYEES - ONLINE

= MyTraining Activties Refresh Print
= MyApproval Requests
= My Transeript

- co rebookings

Favoril

Qualifications Profile
Settings

Course Catalog
<|
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Your Action...

System Response...

5. Select the course title link.

The course page will appear with detailed

information about the course.

Mississippi Accountability System for Government Information and Collaboration

Vit | ()

Log off

History Favorites View Help

E - = = = E = E

Home Employee Seff-Service External Learner SRM WebGUI Analytics

Welcome: Katie Womack

General Applications Training Administrator HR Administrator

My Training Manager Self-Service Reports

Employee Self-Service > My Training

&~

Navigation

Static Online Training : ACCESS CHANNEL FOR EMPLOYEES :
- Course Catalog > Finance and Administration Catalog > ACCESS CHANNEL FOR EMPLOYEES > ACCESS CHANNEL FOR EMPLOYEES
Training Home

in this

= Information
= Training Admin/Coordinator

The results of the prerequisites check indicate that you
"Book’ on this page.

AFor more on the check and on booking, see the section entitied

Description
Find
Access Channel for Employees

| Search Term

I

Fee

Free of Charge

My Learner Account

= My Training Activties

®  MyApproval Requests
= MyTranscript

= Course Preboakings
= Favorites

Course Languages Available

* English

= Qualifications Profile Book
= Seftings

The result of the prerequisites check indicates that you may submit a course registration request
< | 1>
v

Course Catal
s —

Your Action...
6. Select the request participation in this
course link.

System Response...
The “Do you want to request participation
in this Course?” window will appear.

.......... i B s TR R P B B B SRt e p o

© '

Message from webpage 23

I Do you want to request participation in this course?

QK Cancel

|

Your Action...
7. Select the OK.

System Response...
“You have submitted a participation request
for this course” message will appear at the
top of the page.

Participation Requested will appear in
parentheses until the course is approved.
You will receive an email notification
confirming this transaction.
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Launch On-line Courses

For courses requiring approval, “Participation Requested” will appear in parentheses until the
course is approved. You will receive an email notification confirming this transaction.

Your Action... System Response...
1. Select the Employee Self Service tab.
2. Select My Training Activities tab. My Current Training Activities screen will
appear.

1 <A H [ I.\, Mississippi Accountability System for Government Information and Collaboration

\ [ Log off
History Favorites View Help Welcome: Katie Womack
¥ » — — — »
| G = = = ™ = = = :
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports
Employee Self-Service > My Training
Mavigation El o Messages and Notes E]
- There are no messages or notes for you
Training Home
= Information
«  Training Admin/Coordinator My Current Training Activities [E]
All (2) | Instructorled Training (1) | Static Online Training (1)
Find
1 Search Term l:l Your current training activities in summarized format.
Course +7  DeliveryMethod :7  Schedule =% Location =7 LeamingProgre.. :°  Start
BASIC SUPERVISORY COURSE - CENTRAL Start 06/06/2016 At 08:30 am
(Partic, Requested) T Eng 0811012018 At 0400 pm REGIONS PLAZA <br=
My Learner Account Start
ACCESS CHANNEL FOR EWMPLOYEES Stafic OLT Released until Unlimited <br> Accesses 0 oo
= lly Approval Requests
= M TEnsert Refresh rint
= Course Prebookings T
= Favorites
= Qualifications Profile
= Seftings
v
Course Catal
s —
.
Your Action... System Response...
3. Select the course title link. The course details page appears.
4. Select the Start Now. The following screen will appear.
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EF L%P‘Onlivﬁnwﬁl i =

¢
http://merlin state.ms.us/MELMS/MSPE_1.htm|

X %Convert v @Seled

55 B Suggested Sites v €4 CA Clarity PPM Login @ Trustmark |39 NEO GOV £y WorkSite MP @ MAGIC Training & Support g] http--saphelp.magic.ms.g... 2 HP ALM - Quality Center ... il

ASCP Online Orientation

irey

Click Here to Launch Course

7 77—

Your Action...

System Response...

5. Select the Click Here to Launch Course
link.

The class will begin.

Set Course to “Completed”

You can view your progress for a specific web-based training on the course details page. Once
you complete the course you must mark the course as completed.

Your Action...

System Response...

1. Select the Employee Self Service tab.

2. Select My Training Activities tab.

My Current Training Activities screen will

appear.

3. Select the course title link.

The following screen will appear.
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l‘ { I'"“'. H l I)l Mississippi Accountability System for Government Information and Collaboration

Log off
History Favorites View Help Welcome: Katie Womack
— i — — — — — — »
= e E E = E E = :
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports
Employee Self-Service > My Training
Navigation El : Fee )
Free of Charge
Training Home
= |nformation
= Training Admin/Coordinator Learning Progress
Booking Date 05/09/2016
Course is licensed as of 05i09/2016
Find
| searchTerm [ |
Confirm Participation / Set Course to 'C:
Once you complete the course you must click the ‘Complete Course’ link below,
Confirm 1 8etCourse to 'Completed
My Learner Account
- f.|ITf3H'|H'|' Activties
= My Approval Requests SRR
: r;:-];lrfr::icf! :“J-]K\n‘ S
L .
= sefiings v
Cancel booking for this course.
1>
v
Course Catal
a F
Your Action... System Response...
4. Select the Confirm Participation/Set The “Do you want to confirm participation in
Course to ‘Completed’ link. this course?” window will appear.
' =,
Message from webpage 2
I:: :I Do you want to confirm participation in this course?
QK ] ’ Cancel
Ft J
Your Action... System Response...
5. Select OK. Your Participation in this course has been
completed message will appear at the top of
the page.

Helpful Hint: You can view your progress for a specific web-based training on the course
details page. After finishing a course, you'll see “The course was passed successfully, but it
has not been set to completed” in the Learning Progress section, Completion Status field. The
course will be automatically set to “completed” within 24 hours
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Canceling a Booked Course

Depending how a course is set up by the sponsoring Agency’s Training Administrator, you may
be able to self-unenroll, or “cancel,” the course. If the course is designated as self-unenroll, use
the following steps to cancel.

You cannot cancel courses awaiting approval, indicated by “Participation Requested” in
parentheses under the course title link. You can only request cancellation after they have been
approved, and the “Participation Requested” has been removed.

Your Action... System Response...
1. Select the Employee Self Service tab.
2. Select My Training Activities tab
3. Select the course title link. The course details page appears.

I‘ | ;“', H l i)' Mississippi Accountability System for Government Information and Collaboration

Log off

History Favorites View Help

Welcome: Katie Womack

— T » — —~ — — ~ — »
= = = = = = = | ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports
Employee Self-Service > My Training

Navigation El ~ — ~

= ‘Confirm Participation / Set Course to '‘Completed”

Training Home Once you complete the course you must dlick the ‘Complete Course’ link below.

Confirm Participation / Set Course to ‘Completed”
= Information
= Training Admin/Coordinator
Start Course
| searchTerm [ |
Cancel
Cancel booking for this course.
My Learner Account
= My Training Activties Ll Favorites
= My Approval Requests
= My Transcript Add Course to Favorites
= Course Prebookings
= Favorites
«  Qualifications Profile Refresh Erint
= Settings v
< 1>
v
Course Catal
s —
.
Your Action... System Response...
4. Select the Cancel Booking for this The Do you want to cancel course
course link. participation? window will appear.
k=
Message from webpage P2

:I Do ywou want to cancel course participation?

[ oK | [ cance |
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Your Action... System Response...
5. Select OK. Your booking was canceled message will
appear at the top of the page and the course
is removed from My Training Activities
section.

Prebooking a Course

Prebooking can be used if there are not any courses scheduled or if the scheduled dates are not
convenient. Prebooking is expressing interest in attending a course at a later date.

You are not automatically booked into courses that you have prebooked. You must still go
through the booking procedure to reserve a spot in the course you wish to attend. Courses that
meet your prebooking criteria will appear in your Messages and Notes section when they are
scheduled. You can book yourself in those courses at that time by selecting the course title or
date link for the session you wish to attend and following the standard booking procedure. Only
one prebooking may exist for a given course in a specified time period. Your prebook list will
reflect the most recent data entered.

NOTE: Participants can only sign up for one occurrence of a course; they cannot choose
several occurrences of the same course at the same time.

Your Action... System Response...
1. Select the Employee Self Service tab.
2. Select the Course Catalog tab

‘ I [_1 Mississippi Accountability System for Government Information and Collaboration g

Welcome: Katie Womack

L o L 5 L E E & ‘
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports

Employee Self-Service > My Training Full Screen
AdminiCoordinator ~ Find D@ A
| Search Term [human |

Find

Extended Search E]

17 Hits Found (depends on the search options saved under 'Settings')

You can personalize the search results. To do so, click Setfings
My Learner Account

= MyTraining Activties Instructor-led Training (16 )
= MyApproval Requests
Course

= My Transcript = O

= Course Prebookings ADOL ESCENT DEVELOPMENT

= Favorites HRCP-PROFESSIONAL LEVEL 1
= Qualifications Profile HRCP-PROFESSIONAL LEVEL 2
*  Sefings HRCP-PROFESSIONAL LEVEL 3

HRCP-PROFESSIONAL LEVEL 4
HRCP-PROFESSIONAL LEVEL §
INTRODUCTION TO CHILD WELFARE 501
- Einance and Administration MDA 2015 POLICY TRAINING - ONLINE COURSE
Catalag v
«  DeplofHuman Senices MDA 2016 POLICY TRAINING - ONLINE COURSE

Catalog < | >
= MS Development Authority

Course Catalog
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Your Action... System Response...

3. Search for the course using the find tool

by typing in the course title or keyword in
the Search Term field.

Helpful Hint: Try to be as specific as
possible when entering your search term.
The course title or partial course title
works best. This will narrow your search
results.

4. Select Find. The search results will be displayed.

Vv 1 P - .
1‘ i H [ |j) Mississippi Accountability System for Government Information and Collaboration Log off
History Favorites View Help Welcome: Katie Womack
— r o — — — — — — »
E o E E E E E E :
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports
Employee Self-Service > My Training
17 Hits Found (depends on the search options saved under 'Settings') (.
Navigation El ~ ~
You can personalize the search resuits. To do so, click Seffings
Training Home
= Information Instructor-led Training (16 ) |
= Training Admin/Coordinator Course &
ADOLESCENT DEVELOPMENT
HRCP-PROFESSIONAL LEVEL 1
Find
HRCP-PROFESSIONAL LEVEL 2
| searcnTerm [numan HRCP-PROFESSIONAL LEVEL 3
[ Exended Search | HRCP-PROFESSIONAL LEVEL 4
HRCP-PROFESSIONAL LEVEL §
INTRODUCTION TO CHILD WELFARE 501
Wy Leamer Account MDA 2015 POLICY TRAINING - ONLINE COURSE
= Wy Training Aciiviies MDA 2018 POLICY TRAINING - ONLINE COURSE
= Wy Approval Requests POLICY UPDATE 2015 L]
= Wy Transcript POLICY UPDATE 2016
" Course Prebooiings SECRET SLAVERY:RESPONSE TO HUMAN TRAFFIC
= Favorites
= Qualifications Profile
= Seffings e
THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE &
<| 1>
v
Course Caal
< >

Your Action... System Response...
5. Select the course title link. The course page will appear with detailed
information about the course.
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“‘ ;“‘ H l I)‘ Mississippi Accountability System for Government Information and Collaboration

Log off
History Favorites View Help

Welcome: Katie Womack

- T — — — — — »
E [ = E = E E E .
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir
My Training Manager Self-Service Reports

Employee

. N Course Duration
Navigation [fl ~ A~
Number of Hours: 7.50 on Number of Days: 1
Training Home
® Information G
® Training Admin/Coordinator
Free of Charge
Find
Course Dates
[ —
Extended Search | Course dates forthe next days Refresh Course Dates
Na courses were found scheduled in the time period specified.
Ifthere are no courses scheduled or if the scheduled dates do not suit you, you can prebook
My Learner Account
= Wy Training Activties [ Favorites
= My Approval Requests
= My Transcript Add Course to Favorites
= Course Prebookings
= Favorites
= Qualiications Profile Refresh Print
= Seftings (]
v
< | >
4

Course Catal
R )

Your Action... System Response...
6. Scroll down to the Course Dates section The Prebook page appears.
and select the “Prebook” link.

l“ ;)‘_‘, H I I_z Mississippi Accountability System for Government Information and Collaboration

History Favorites View Help

= [ C = = = = = :

Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports

Navigation [El la) Prebook |E|
. Course Catalog > Finance and Catalog > SPAHRS > SPAHRS HUMAN RESOURCES TRAINING
Training Home
= Information If you can find no suitable course date for the course SPAHRS HUMAN RESOURCES TRAINING, you can preboak yourself for other dates. To do 50, select the time period in which you would
= Training Admin/Coordinator like to parficipate in the course. Select the required language and location and canfirm by chaosing Prebaok
MNote:
Fand Bear in mind that only ane prebooking may existfor a given course in any one period. Iftime periods overlap, existing prebookings will be changed ta reflact the new data entered.

| search Term

|l Ena: 06/08/2016
| Location: [No Restrictions SelectLocation

L] | start 05/00/2016  |[T5
Extended Search

| Language: [English

My Learner Account
Refresh

2
=

= My Training Activties

= My Approval Requests
® My Transcript

= Course Prebookinas
Favorites
Qualifications Profile
= Setlings

v

Course Catal
s —
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Your Action... System Response...
7. Select a date range for the time period in
which you would like to participate.
8. Select the “Select Location” button to The “Select Location” pop-up window
choose a specific location where you appears.
would like to attend.

NOTE: The Location field default is set to
No Restrictions if you would like to be
notified about all available courses,
regardless of location.

= =
= 5 i q —E
== Location - Windows Internet Explorer | =
& https:/Yeccpre.magic.ms.gow/sap(bD1lIbiZjPTEwWMCZKP W1l pbiZwP Thzl ik
| Select Location E] )
Location:

= MSL) CTR FOR ADW WEHICLIL AR SY5S

= AG E FORESTRY MLIS - ETHRIC HERITAGE CTR

= AMORY WIk CTR

= ARCHIVES AMND HISTORY

= BATESWVILLE Wi CTR

= TAX COMM - AUDITORILIM

= BIL O] WI CTR

= BROOKHAMVEM Wi CTR

= BLIREALl OF MNARCOTICS

= CARTHAGE Wik CTR

= CLARKSDALE WIN CTR

= CLEWELAMNMD WIN CTR

Your Action... System Response...
9. Select the Location link. The location field will be populated.
10. Select Prebook. Your prebookings have been updated
message appears at the top of the page.

Cancel Course Prebooking

Your Action... System Response...
1. Select the Employee Self Service tab. The following screen will appear.
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l‘l l’u“_l_‘ ﬂ l I_\] Mississippi Accountability System for Government Information and Collaboration

Log off
4 Back History Favorites View Help Welcome: Katie Womack
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir

My Training Manager Self-Service Reports

Navigation [f‘ ~ Messages and Notes [j
There are no messages or notes for you
Training Home E v

= |nformation

= Training Admin/Coordinator

My Current Training Activities E]
All (1) Instructor-led Training (1)
Find
Your current training activities in summarized format.
|l Search Term
Extended Search Course :7  DeliveryMeth.. =  Schedule :7  Location :7  LeamingPro.. :* Start
BBASIC SUPERVISORY COURSE - CENTRAL Start 06/06/2016 At 08:30 am
(Partic. Requested) LT End 0611012016 A 04.00 pm REGIONS PLAZA <br=
| My Learner Account |
«  MyTraining Activiies | Refresn Print

= Ny Approval Requests
My Transcript

= Favorites

= Qualifications Profile
= Seflings

v

Course Catal
[ —

Your Action... System Response...
2. Select the Course Prebookings link in My Course Prebookings screen will appear.
the My Learner Account section.

Log off

Welcome: Katie Womack

r o — — — — — — »
E o E E E E E E .
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir

My Training Manager Self-Service Reports

Navigation [f‘ ~ My Course Prebookings IEI
Training Home The list below shows your current prebookings. You can delete prebookings here if required. You can create new prebaokings on the detail page of the relevant course
" Information B course Delivery Method Periad Location Language
®  Training Admin/Coordinator
[ sPAHRS HUMAN RESOURCES TRAINING Instructor-led Training 06/01/2016 - 07/30/2016 WOOLFOLK English

Find Cancel Prebookings
Extended Search Refresh

o

My Learner Account

® My Training Activties

® My Approval Requesis
® My Transcript

® Course Prebookings
* Favorites

* Qualifications Profile
= Seftings

W

Course Catal
B —
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Your Action... System Response...
3. Selectthe i next to the cousres being The & will turn orange when selected.
cancelled.
4. Select Cancel Prebookings. Your prebooking was canceled message
will appear at the top of the page and your list
of current prebookings is updated.

Course Transcript

Your Action... System Response...
1. Select the Employee Self Service tab.

Log off

Welcome: Katie Womack

g pt — — — — »
= = | = = = s = .
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training Manager Self-Service Reports
Employee Self-Service > My Training
Navigation El fal Messages and Notes E]
_— There are no messages or notes for you.
Training Home
= Information
*  Training Admin/Coordinator My Current Training Activities E]
All (1) Instructor-led Training (1)

Find

| searcnTerm [ ] ‘Your current training activities in summarized format.

Course :7  DeliveryMeth.. -7 Schedule -7 Location =% LeamningPro.. :7 Start

BASIC SUPERVISORY COURSE - CENTRAL Start D6/06/2016 At 08:30 am
(Partc. Requested) L End 06/10/2016A1 04:00 pm REGIONS PLAZA <br>
My Learner Account
* My Training Activiies Ll Refresn Brint
=}y Approval Requests -
= My Transcript
TR
= Favorites
*  Qualifications Profile
= Sefings
v
Course Cal
i —
Your Action... System Response...
2. Select the My Transcript link under the A prompt screen will appear.
My Learner Account.
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I“ ;““ H l Iq Mississippi Accountability System for Government Information and Collaboration lag &5

History Favorites View Help

Welcome: Katie Womack

— ¥ B — — — — — — »
E o 5 E 5 E E e .
Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics Training Administrator HR Administrator Trainir -

My Training

Manager Self-Service Reports

Employee Self-Service > My Training

Web Inteligence =~ Prompts LSS Design ~ @ ~

i Course Program -
Cowrse Group Refresh Values s

Course Type To see the content of the list, click the Refresh values

butten.
Course <

iz

i
L9

Course Resut
Course Object Type

)

Course Type Object Type
Course Start Date 1/1/1900 |- P
Calendar Year : fication Status

* Course Fnd Date 4] 19/2016 I

LLLLCLLLCKLKLKKL

> |
* Required prompts

Training Transcript | OK | Cancel i 2 days ago

Your Action... System Response...
3. Select the OK. Your transcript will appear in a separate
window.
= If the toolbar containing the printer icon is
4. Select the printer icon ' in the left missing, press the F8 key to restore the
corner to print. toolbar at the top of the window.

Qualification Profile

Qualifications within LSO represent skills or competencies relevant to your job that you have
acquired through completing certain training courses. Qualifications are assigned to courses at
the discretion of your agency training officer, and have a proficiency level and “valid to” date.
Quialifications are a convenient way to track and maintain certain requirements for your job,
especially certifications and licenses.

To view gualifications you have acquired through training:

Your Action... System Response...
1. Select the Employee Self Service tab.
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|‘1 ;', :—] [ l_\‘ Mississippi Accountability System for Government Information and Collaboration

Log off

4 Back History Favorites View Help
— = — _ — — — »
= o = E = = = = :

Home Employee Self-Service External Learner SRM WebGUI General Applications Analytics

Welcome: Katie Womack

Training Administrator HR Administrator Trainir -
My Training Manager Self-Service Reports

ervice > My Training

Navigation E ~ Messages and Notes IEI

There are no messages or notes for you
Training Home 9 ¥

= Information
= Training Admin/Coordinater My Current Training Activities E

All (1) Instrucior-led Training (1)
Find

| Search Term Your current training activities in summarized format.

Extended Search Course :7 Delivery Meth.

:7  Schedule =7 Location :% LeamingPro.. :%  Start
BASIC SUPERVISORY COURSE - CENTRAL T Start 06/06/2016 At 08:30 am
(Partic. Requested) End 06/10/2016 At 04:00 pm

REGIONS PLAZA <or=

My Learner Account

= MyTraining Activiies Ll Refesh
=y Approval Requests -
= MyTranscript

= Course Prebookings
= Favorites

o
=

= Seftings

Course Cat

Your Action... System Response...

2. Select the Qualifications Profile link The “My Qualifications” screen will appear.
under the My Learner Account.
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